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FI RE COVMMUNI CATI ONS OFFI CER |

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsible and skilled position
performng fire communications duties and assisting in and
nmonitoring the work activities of |ower |evel enployees. Wrk
i nvol ves assigning work tasks and providing training and
gui dance to | ower |evel enployees. Enmpl oyees of this class
perform adm nistrative and maintenance tasks as well as
receiving and di spatching calls for fire protection and rescue
servi ces. Fire Communications O ficers Il also oversee the
preparation and mai ntenance of shift records. In addition to
the nore responsible duties of this class, the enployees also
perform the duties of the |ower class but at a higher skil

l evel and with a greater degree of discretion and i ndependent
j udgenent . This class differs from the Fire Comrunications
Oficer I in that it has greater responsibilities which may
i nclude sonme supervisory responsibilities. Enpl oyees of this
class have their work reviewed by the Fire Conmunications
Supervi sor. This class ranks directly below that of Fire
Communi cati ons Supervi sor.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Answer s energency and non-energency tel ephone calls and takes as
much information as possible from the caller. Enters all
information into conputer by wusing appropriate codes and
procedures. Deternines the correct apparatuses to be di spatched
and notifies any special agencies designated by departnent
procedures in special or emergency situations. Sounds fire
alarmin all stations concerned by using alarmbells or buzzers.
Uses CAD di splay to nonitor the |location and status of enmergency
units at all times. Receives and transmts nessages to and from
energency scenes and to and fromrel ated departnent personnel.
Sends conpani es to serve as back-up for stations fromwhich all
equi pment is gone. Logs on and off the conmputer at the
beginning and end of each shift by wusing the appropriate
conput er conmmand.

Supervi ses subordinate communications personnel in the
performance of al | di spatching functions of the fire
conmuni cations center. Hol ds neetings wth subordinate
enpl oyees for the purpose of receiving reports or dissem nating
i nf or mati on. | nspects appearance of equipnment and personnel

assigns work, provides technical assistance, and del egates
authority to subordinates for the nore effective operation of
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t he division. Eval uates work performance of subordi nates and
reports on such to superiors when required.

Prepares for shift change by briefing on-comng shift or being
briefed by out-going shift, checking records from previous
shift, or assenbling necessary supplies and equi pment. Answers
guestions on departnment procedure when requested or refers
guestioners to designated authority.

Provi des on-the-job instruction to subordinates in the operation
of communi cati ons equi pnent and rel ated areas. Participates in
training provided by the departnent on conmmunications and
rel ated areas.

Supervi ses the preparati on and mai ntenance of division records
and reports by review ng records conpl eted by subordi nates and
periodically inspecting systens and facilities for maintaining
such. Personally conpletes forns and records required.

Tests equi pment such as fire radios, fire telephones, alarm
bells, mcrowave to stations, private alarns systens, energency
al arms and i ndi vi dual pagi ng devi ces as prescri bed by depart ment
policy. Supervi ses the general care and maintenance of al
departmental conmuni cations equi prment. | nspects equi pnment or
operating systens after repairs to see that repairs were
properly acconplished.

Perforns any rel ated duties assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenents nust be net before
the application closing date.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After conditional offer of pronotion, but prior to beginning
work in this class, nust participate in and successfully
conpl ete and pass, at the designated tinme and place, a drug test
and medi cal exam nations which directly correlate to essenti al
job duties of the position, with or wi thout accommpdati on. Such
tests and exam nations shall be prepared and adm ni stered under
the direction of the Appointing Authority and Jefferson Parish
Gover nnment .

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must be a regul ar and per manent enpl oyee in good standing in the
class of Fire Comunications Officer I for a period of at | east
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six (6) nonths imrediately preceding the exam nati on.
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